MENORANDUM FOR: Deputy Director (Adwinistration)
SUBJECT: Agency Survey of Microfilm Operations

1. You will recal) that orn 15 Decegber 1953 we submitted to the
Aroaivist of the Dnited States an inventory of wmierofilming equipwent
owred or rented by the Agency. ‘The esguipment inventory was oanly one
of seven schedules constituting & wmicrofilming operations survey ques-
tionngire which the Generel Services Administration sent to all Govern-
went agencies,

2. %e could not submit the other 3ix schedules as thet woulld heve
involved the revealing of securlty informestion. Those schedules covered
such matters ge:

&, ?ﬁu epecific types of records which are being micro-

»

b. The validity of the determinations ¢o wicrofilm
speeific types of records.

¢c. The efficiency and cost of typical indivim wicre-
fileing projects.

4. Current staniards for aicrofilming and the need for
sodification thereof.

3. Autbority to conduet this survey was granted the Adwinistretor
of Cepersl Services by Section 505(c) ef the Pederal Records Act of 1950.
The survey which was made t0 determine the need for and the efficiency
and cost of wierofilming operations being earried on by Federal agencies
had as ite objlectives:

8. GCovermpent.wide standardized procedures.

b. ¥ore effective equipment use and mpmw& space
utilization.

¢. PRefuced costs for wmicrofilm operations.

&. The survey is now cowglete and a summary report released by the
genevsl Bervices Adwinistratiom indicmtes great possibilities for savings

ent Noe l
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in aiergilming cperations through the adoption of the following rec-
ons 3

e. Establishment of a contimuing Govermment-wide
wmiercfilys control program.

b. A requirement for all agencies to obtain approval
for new projects in accordance with regulations
£0 be established.

¢. A reviev of existing projects.

d. The pessage of enabling legislation which would
ve the Geperal Services Administration suthor-
ty to control projects and eguipment in accord-
ance with standards to be established,

e. The approprietion of funds for e highly quali-
fied Qeneral Services Administration staff.

S« We feel that there are proportionate savings possibilities in
this Agency, and, although we eonld not participate in the Govermment-
vide survey, in our opinion there is an obligation to comply with the
intent of this survey. Accordingly, we have prepared as the initial
step 1n surveyling the microfilmipg operations of the Agency, & question-
maire on vhich major organizational components are reguested to fur-
nish deta concerning their microfilming operations similar to that re-
quested by Gemersl Services Administration.

6. A cogy of the me& guestionnaire, together with the draft of
an Agency mgeev is attached for your approval and authentication. The
guestionnaire nna Hotice have the concurrence of the Chief of Logilstics
Chief, Technical Reviev and Policy Staff). No further concurrences are
believed to be necessary.

e 25X1A9a
Chief, Managewvent Staff

Attachment
Proposed Questionnaire
Draft of Proposed Agency Notice
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